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1., GEMERAL

Effective st the beginning of the first pay periocd vhich begins sfter 31
Oetober 1954 substential increases will occur in overtime compensation in
sccordance with the provisions of Title II, Public law 763, 833 Congress,
spproved 1 September 195%, clted as the "Federal Ewployees Pay Act Amendments
of 1954." As funds are not availsble to supplemsnt sllotments mede to each
office to cover such increased cosis as may develop, it is necessary to re-
exanine internal office policies 88 to the suthorization and spprovel of over-

The purpose of this Notice is to (a) establish overtime and holidasy work poliey
with respesct to the authorization, certification, reporting, snd payment of
overtime snd holidey work performed; (b} set forth the responsibilities of the
heads of affices snd subordinate supervisors vho are delsgnted alministrative
responeibilities with respect thereto; and (e} to cutline general operating
procefures that will pruvide controls in administering overtime activity.

3. DEFINITIONS
2., OVERTIME WORK

All hours of work officislly authorized and performed in excess of forty

hours in any administrative work-week shall be consldered to be overtime

works
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BOLIDAY WORK

All work not exceeding eight hours performed on a holiday designated by
Federal statute or executive order vhich is not overtime work as defined
ghove shall be considered as holiday work. .

Authorization, as used in this Notice, signifies the granting of per-
mission by office heads to incur expense in the performance of overtime
or holiday work which is necessary during a ';p;peiﬁa period.

APPROVAL

Approval, as used in this FBotice, is the signing of the Report of Over=-
time and Holiday Work Performed, Form No. 893, by the supervisor certi-
2ying that such work has been performed pursuant to prior suthorization
and that the employees named in the report are entitled to the sppropri-
ate compensation in the form of overtime or holiday pay, or ccmpensatory
time off in lisu of overtime pay.

OFFICE

Office, as used in this Wotice, means Senlor Staffs or Area Divisions
under the Jjurisdiction of the Deputy Director {Plans), Offices under the
Jurisdiction of the Deputy Director (Inteluse_uce}, Administrative Offices
under the jurisdiction of the Deputy Director (Administration}), the Gffice
of Personnel, the Office of Comssunications, and the Office of Trainings
EMPIOYEE

The word "employee™ as used in this Notice shall be construed to include
shaff perscnrel (employees and agents).

POLICY

Compensation for overtime and holiday work shall be kept to a minimm
congistent with work requirements, and overtime and holiday work shall dbe

authorized only when work requirements cannct be satisfactorily completed
within the regularly prescrided tours of duty.
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When an employee is required to perform overtime or holiday work, he
will be reisbursed or otherviee ecmpensated for such work at the rates
established by lsw and subject to the limitations provided by lsw.

Overtime and holiday work shall be suthorized and spproved for whole
BOUrs. wnummfmetmmm&amazm,
mthmmwMetmmﬁmmh
eredited and granted for each whole hour of work.

mtrwmmummmmwmtm
aff iz lieu of overtime pey shall not be allowed unless the work has
Mmmmww:mmm,mmwm
hes been specifically ordered to perfarm the work.

Authorizetion to perfors overtime or heliday work shall be evidensed by
the exseution of FPorwm Fo. 262, Reguest for Authorizstion of Overtime end
Boliday Work (Attachment A). This suthorisstion must be cbtained in
advence of the expense being incwred, except in unusual cireumstances
when 1t is possidble to dain only verbal approval iz sdvance. In such
event, the formsl suthorization shsll be executed pragtly thersafter to
coulirm the verbhal suthorizatien.

Within the limitations stated in paragraph g below, compessatory time
off in lieu of overtime cospensation credited to s full-tise eamployee in
secordance with parsgraph 5 belov mmy be used at such times and ln sueh
amounts &8 jocal work conditions permit. While it iz desivable that
muammmmitytommmmhm&mamw
by him, 14 in nevertheless the prerogative of the supervisor to mmie the
ina) decision as to wvhen such time off may be allowed.

Compensatory time off shall be scheduled to be taken as soon as practicsble
{generally within 90 dsys) sfter it has been smrnsd but not later than the
end of the leave yesr in which it was cerned; provided, however, that
wheye overtime is eerzed in the last four calendnr weeks of the leave
year the compensatory lsave mast be taken not lster than the end of the
fourth calsndayr week of the following leave year. If an esployee has been
denied opportunity to use compensatory time off fduring this period baecause
of sny condition related to his employment with the Ageney snd beyocsd his
contrel, he shall be paid fior the overtime st the overtime rate of pay
which applied at the time the overtime was performed. Iu the event of
death cr imvoluotary seperstion of an employee, any unliguidated compen-
satory time off to his credit wvhish he has been denied oppirtunity to use
shall be peid for at the overtime rate of pay which spplied at the time
the overtime sms performed.
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Bours spent as & student in Agency-sponsored training sclivities shall
be 2onsidered ss houras of work in determining whether an employee has
worked the officisl workweek of forty hours but may not be ¢considered
a8 hours of work for purposes of overtime pay or sompensatory leeve.
Requests for exception to this poliecy will be forwerded through noraml
channels to the Directos of Training for recommsendation and concurrence
and to the Deputy Direetor (Administration) for spyroval.

COMPERSATION

Employees shall be compenssted for offieially suthorized overtime and holiday
work s Tollows:

OVERTIME

()

(2)

{3)

An exployee in grade G3-10 or below shall be paid ovartime compenss-
tion in agecordance with the rates and limitations provided by law
or sy, if he requests It not later than the end of the pay period
in which the gvertime was worked, be granted compensstory time off
from his scheduled tour of duty iz lieu of payment. Compensatory
time off will he granted for an smount of time squal to that speat
in overtime work.

An employee in grede 08-11 or sbove noymally will be granted com-
pensatory time off in lieun of overtime pay for overtime work within
the amounts permitted by law. However, when the head of the office
conceyned esteblishes that it is not feasible 1o grant compensatory
time off to an employee in this grade range, he will authorize pay-
ment of the appropriate overtime yate within the limitations pro-

Any unscheduled overtime work performed by an esployee o s day when
no work was schefuled for him or for whieh he is czlled back to his
pisce of employment shall be considersd to be at least two hours

in &uration.

HOLIDAY WORK

(1)

(2)

(3)

A1l heliday work shall be compenanted st the rate of beasic compense-
tion of the employee performsing such work on a holiday plus premium
eompensation &t a rate equal to the rate of basic ecepensation of
such employes.

Any employee who is required to perform any work on & holiday shall
be compensated for at least two hours of work.

Cvertime work on holidaye shall be compensated in accordanece with
the provisions stated in 5Sa, ghove.
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a. No overtime or holiday compensation shall be paid to sn employee whose
rate of hasie Wﬁimmham%t&emmmﬁnh&n
of basic compensatico provided for grede G8-15. At the effective date

of this Notice, this rate 15 $11,800 per anmmm. OF $453 .85 per bviweekly

pay period.

b Inmwaofmupmeemntecfmm sompensation is less than
the meximus scheduled rate of basic compensation provided for gs8-15, over-
time or holiday compensation MY be pald only to the extent that such Pey-

ment would not cause nis sggregate rate of eompensation for that pey
period awmmemmnwmemteﬁm respect to eny pey period

i
{currently $453.85).
T WIBILI’I}E
a. OFFICE HEAD

(1) Tt shall be the responsibility of the office nead concerned or his

aty to review esach “Request for Authorization of Overtime and

Holiday Work™ submitted by components upder his jurisdictlon and,
1f justified, to authorize the work o be performed provided that
funds ere svailsble to pay for such work. Thile authority cesnot
be redelegnted. *Raquests for Autherisation of Overtime avd Hol
vork™ mmy be consolidated by offlce peads into one SUEEATY for
authentication by the office hesd.

{2) Office heeds shell give eomsiderstion o sd justing the tour of duty
in those cases vhere overtina can be reduced by seheduling tours of
25X1 ods other than those prescrived in Agency Regulation

{3} Office heafs will designate within their sespective jurisdictions the
BIPETVisorY tevel which will exercise the suthorities marewmibilisiu

defined in paragraph To below.
.b.  SUPERVISORS

(1) Supervisors sre responsible for seheduling the work whieh they are
assigned so that it msy ve completed to the grestest extent possivle
during regular work hours. In esteblishing the time for completing

soheduled work, consideration should be glven to the times reguired to
coxplete the sesignment in relation to the regularly scheduled tour
of duty.
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i Supervisors are responsible for making the detarminet
(2} wmrmkmim&mmmﬂtchmbymmm
time of completion during regular work hours and, m:na mzuﬁireﬁ,
shall initiate the "Request o Austhorization of Overt
Holiday Work."”

Supervisors responsible for the wsintenance of aem?:ee records
(3) ewwingou:gmmdmnwmmmnurﬂryuwwm
mﬁm@mmumm&mwa,mw

{4} Supervisors sre respensible for ensuring that esployees ‘Mrtxi,:f .
Jurisdiction are afforded an opporiunity to use mﬁar’y &-—4
When it hae been impossidble to permit such opportunity, the sppropr
ate supervisor will so certify 1o the urriaaheﬁcmmua
vasis Tor suthorizing overtime payment in sccordance with paragraph

COMPTROLLER

the extent of use of overtime
The Comptrolled is responsible for reviewing the .
and hﬁw work and for making periodic mpor‘ci and ramtim per
taining therstoc to the Mreetor, Deputy Dixectors, and  heads.

PROCEDURES
Wmamw:wwmmmmm

' ; or holl muwmwmmm,mmﬁ
) mmrfs;i::ibm fwﬁh@lm the work Ml»uitmsa the Reguest
for Authorization on Yorm YNo. 202 which is pres cyibed for mh F;!%
pose (Attachment A). Authorizstions for overtime or holiday work
shall be 1imited to cover & period not iummortmbimm_
pey pericds or the equivalent thereof. The request should alewrly

- ; ork is to be used the type of perscmnel involved,
&?"’;ﬁf”mm :tw&km work csumot be sccomplished within tae regularly
prescribed work hours. The moder of man-hours snd sumber O W
will represent an estimste, but each office mst _uvm the mﬁhk
memkmmmmmnmuammtum -
Conpiferation should be given to anticipsted varistions iz mmm;
perscnnel. lsave gchedules, and other fectors which may ceuse flsctus-
tions from pay period to psy period.

2} mu-mnmnmmw&fwmwmmm
( contidentisl funds payrolls.
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(3) Tue request shall be signed by the supervisor and forwarded through
normel adsinistretive channels to the office hesd o his deputy .

(i)} The Request, Form No. 292, shall be prepared for Aistridution as
follows ¢

{a) The origimal (signed) for the appropriste payroll office.

(0] A conformed {facsimile signature) copy for the office Budget
and ¥ seal Officers.

(c} A conformed copy to be retained by the supervisor.

Wnere a consolidated susmary of individual Roquest forms is uwbilized |
by the office the furegeing &istribution will apply to the consoli- |
doted swmmry as vell as the individual Request forma. Individusl |
Requeats may be signed by mesns of a facsimile stamp when wuthenti.
cation is provided by s covering consclidated summsry.

(5) When an overtime estimate involves a period overiappiog the end of the fiscal
year, mﬁemmnmmwe@mmmﬁaw
30 June end the period begimaing 1 July.

(6} XIr it eppears necessary to increase an estimate already euthorized, i
& supplemental Request mist be submitted promptly. |

b. REPURT OF OVERTIME AND HOLIDAY WORK PERFORMED

25X1A

(1) Supervisors will waintain sa sdequate check system to ensure thet all
overtime and/or holiday work claimed by employees under their jurls-
diction veas sctually worked and will maintain s record of such work.
Ko formel record la preserided but it is suggested that s simple
listing be maintained showing date, neme of employee, hours wvarked,
and the initials of each employee to confirm his record.

(2} At the end of each pay period, a Yorm No. 203, Report of Overtime mod
Holiday Work Performed. Attachment B, ahall he prepared and reviewed
by the appropriate supervisor to determine that the Report is correet. ’
The supervisars sigmsture on this Report comstitutes approval of the
vork performed and a basis for compensation elther as overtime PEY

or aoupenss time off, as indicated. The Report shall be ? .
to the mtﬁ Attendance Clerk who record the overtise or

acliday work on the Time and Attendance Reports as compensation to
be paid or eredited sa campenastory time off.
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(3} The original signed copy of the Request for Authorization of Overtime
and Holiday Work shall accompany the Time and Attendaunce Report
when it is transmitted to the sppropriate payrell office. Waen more
than one pay period is involved in & single request, the reguest
phall be transmitted with the Time and Attendsnce Reports forwerded
to the payroll office for the first pay period covered Ly the reguest.

9. EFFECTIVE DATE OF NOTICE

The policles, responsibilities, apd procedures set forth in this Notice will
be effective at the begianing of the first pey period which begins after

31 October 195k.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

/5/
L. X. WRITE
Deputy Direetor
{(Administration)
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